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[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction

Employability skill can be defined as soft skills one needs to develop to make them become employable. A manager will always look out for these skills in a hiring person so that person can be successful in the workplace (Doyle, 2019).
Academic skills are core skills needed for a person to study and learn efficiently and can be transferable to future careers or studies (Cleeve, 2018).
This assignment will discuss the skills required for workplace and at university level, and the report writer will discuss their current skills and produce a gap analysis and action plan to improve on, followed by conclusion. 
[bookmark: _Toc32491436]













[bookmark: _Toc456901517]Part 1 Employability
1.0 [bookmark: _Toc498692289][bookmark: _Toc32491437]Explore ‘Leadership Employability Skills’ in general
This section will discuss ten employability skills a good leader and great leader acquires, followed by leader examples where possible.
Communication and Interpersonal skills:
Communication skills is the ability to explain information to a set of audience in a clear and concise manner. Interpersonal skills is the ability to communicate and understand people on a personal level, whilst maintaining a professional level of empathy towards the situation. (McPheat, 2019).
It is important for a good leader to be able to adapt their communication skills to the different teams they communicate with. The good leader would need to communicate in a clear manner on a frequent level, listen actively, ask the right questions and be confident in handling a difficult conservation within a team (Anthony, 2019).
A great leader would be able to communicate on an extraordinary level by not just being a great talker, but they would speak from their heart and use their own language. They would understand that their message would need to be understood and emotionally touch listeners for a change to happen and they would need to listen well to their followers in order to build trust and respect (Knowledgecity, 2018).
Nelson Mandela was a great leader for his communication skills where he was known as a communicator who cares. He was firm and consistent with his message and always had strong beliefs. Nelson was honest and authentic and used simple language to make sure this was understood by everyone (Wainger, 2018).  


Problem-solving skill:
This is the ability to understand a problem or unexpected situation and find solutions to resolve it. One of the main goals for a leader would be to resolve or minimise the occurrence of the problem. A good leader would need to be able to assess any situation, understand what will happen and how their decision will affect the situation whilst remaining calm under pressure (Llopis, 2019).

A great leader would solve problems based on planning and using their own initiative. Problems may be immediate or long-term and therefore they would determine the best course of action. A great leader firmly believes that their gut feeling is a key tool for problem-solving as their plan can either succeed or fail based on this. Any good leader may know how to plan to succeed, however a great leader plans for the good and worst so that either can be resolved (Universalclass, 2020).

A great leader for solving problems was Nehemiah who completed a major structural renovation for Jerusalem. Nehemiah had to face numerous difficulties when completing the project, however he always took the problems seriously and never ignored it. He would carefully explore situations in detail and communicate clearly his plan and actions and was not afraid to make a decision (Cox, 2015).

Using your initiative and being self-motivated
Using your initiative is to take in charge of a responsibility without supervision. Being self-motivated is when someone has the willingness to achieve and move forward (Careerscentre, 2020).
A good leader would not wait for instructions, instead they would be able to think on their own feet and take relevant actions. The leader would need to be practical and confident with the decisions made and communicate effectively with team members to progress and overcome competition (Frese & Fay, 2018).
Likewise, a leader would need to be self-motivated first before they can motivate their team members. Self-motivated leaders would continuously improve and evolve with the day to day responsibilities and through every achievement they would attain better motivation skills for their team and strategic directions (Juneja, 2015).
However, a great leader’s main characteristic would be initiative which makes them stand out. They would not just complete tasks through instructions, instead they would look out for new processes to do things better. A great leader would also encourage their team members to be initiative (Impelman, 2017).  

A great leader would also be self-motivated to achieve beyond expectations even if this requires coming out of their comfort zone not just for themselves but for their team members. They would show confidence and positive attitude towards any situation and communicate effectively to team members regarding goal achievements (Frazier, 2019). 
Christopher Columbus was a great leader for self-motivation and initiative as he was motivated to find gold spice in Asia and decided to explore this. Christopher was mainly persuaded by motivation of God, Gold and Glory and because of his hard work he gained achievement and travelled to other distances (Freel, 2012).
Working under pressure and to deadlines
 
Working under pressure is when a person deals with a stressful situation or task within a constraint timeframe to complete a deadline (Bigelow, 2019). 

A leader would need to learn internally how to manage with pressure in a productive way and become more adaptable with their emotions. It is important for a leader to stay focused and calm, so that they can complete a task. They need to be flexible when working under pressure and look at situations from both directions and develop a plan (Belhumeur, 2018). 
 
However, a great leader would give themselves extra time to think before committing to any situations or actions so that they are in clear control. They would want to reflect on their actions and keep a track of the progress and gain insights from their followers. They would therefore talk to their team regarding situations (Gregg, 2020). 

Organisational skills 

Organisational skills are the skills a person uses to organise their workload manage their time and resources in order to achieve a desired outcome (Duszynski, 2020).  

A good leader would need to acquire organisational ability and have good time management when being organised to complete tasks efficiently and schedule their workload. They will be seen as focused and caring by their followers, which is important for relationship building (Lykken, 2015). 

However, a great leader would have built an organised leadership by continuous completion of tasks or projects and consistently communicating their values and goals. Their organised plan will allow them to adapt to constant changes and they will always look at their organisation cleverly to see how they can set the vision and objectives for their followers (Gerson, 2020). 

Team working 

A teamwork skill is when a person has the ability to work well with other people from different backgrounds in order to complete a task (Scott, 2019). 

A good team leader would need to be able to inspire and respect their team in order to have effective production. They would encourage their team to provide ideas or views regarding any decisions made. The leader would need to gain trust of their team and ensure fairness treatment is provided amongst all team members (Scott, 2019). 

However, a great leader would always be motivated and take full responsibility to help their team. They would know who to assign certain tasks to based on the person’s skill and ability and make sure any decisions made are based on team integrity and fairness. A great leader would always communicate with their team and put forward action plans to help improve work functions (Goyette, 2016).  
 
 
Ability to learn and adapt 

This is the willingness for one to learn new skills or from their mistakes and be able to adapt to any situations depending on the circumstances (Careerscentre,2020). 

A good leader should have the enthusiasm to learn and be able to take necessary actions that are required for this. They need to observe and monitor any changes in the environment and be able to adapt to the situation effectively. The leader should also communicate with team members on a regular basis to enable a good support system so that when unexpected situations arise, they all can adapt to it quickly (Tanner, 2019). 

However, a great leader would understand through their experiences that change can occur anytime and adapt to it without any limitations. They would try to remain positive throughout the difficulty and help their team stay motivated. They would not hesitate to learn new information or take on board any ideas that will help with finding solutions (Half, 2018).  

An example of an adaptable leader was Anne Dwane who became a CEO of Zinch. Anne become a constant learner in order to understand the role quickly and had to learn ways to adapt to the new environment. She explained that any situation should be approached as a game where one must endure struggles and hours of practices in order to figure things out and have an adaptable mind frame being fixed to a goal but exploring the details (Firstroundreview, 2020). 

Numeracy 

This is to be able to understand and use data or mathematics in everyday life for a decision or to support evidence (Nationalnumeracy, 2016). 

A good leader would need to have basic knowledge of numeracy and able to understand figures required for informed decisions. Through numeracy they be able to use methods to save time and money which will be beneficial for their organisation and help reduce stress levels (Lundberg, 2019). 

Likewise, a great leader would acquire basic maths skill along with analytical thinking. They will use numeracy skills to organise information for budgeting and understanding trends and also to create a visual perception of information. Through numeracy and maths information the leader would be able to express ideas and situations (Lundberg, 2019). 

Pythagoras (circa 570-495BC) was a great leader example for mathematics. He always had a belief that the world was mathematical, and numbers were the reality of the world. Through his passion and number-obsessiveness he invented the theory of right-angled triangles which has now been implemented within mathematics and is known as the Pythagorean theorem (Bellos, 2010).  
 




Valuing diversity and difference 

Diversity is basically to understand that an individual is unique and have differences such as age, race, ethnicity etc. It also means creating inclusion where people should feel valued and respected and have equal opportunities as others (Leader, 2018). 

A good leader would need to understand the value of diversity amongst individuals and the differences in every person. This is useful for the leader as they can have a wide variety of ideas and views from a diverse team to help solve problems and when making decisions.  The leader also needs to develop an atmosphere where members can feel happy and safe to approach them for help which is important for task completion (Nadler, 2019). 

However, a great leader already understands that a diverse workforce is required for objectives to be accomplished and they will be able to adapt and lead any diverse individual. The great leader would motivate their team with better vision and passion and inspire them to outshine even during challenging times (Seidman and McCauley, 2018). 

A great leader example for diversity would be IKEA’s CEO Mikael Ohlsson. He always believed that values mattered more within a workforce than education. When hiring a candidate for a job Mikael always explained that two managers should come to a decision when hiring so that two people are responsible for that candidate’s development (Braw, 2011). 
 




Negotiation skills 

This is when two or more people/parties with different views or goals come to a mutual agreement or compromise regarding an issue or situation; this does require give and take (Careerguide, 2020). 

A good leader would need to understand the negotiation process from different perspectives. They should stay calm and be ready for conflicts which can arise and be prepared with data and information to back their points. As a leader, they would need to think of alternative plans to help achieve the end goal, but at the same time keep team members happy (Hoffman, 2018). 

However, a great leader would focus on the other party’s main concern and communicate openly in order to find a win-win solution for both parties and discuss what the next steps are and come to an agreement. A great leader would never be the first to make an offer as they would want the upper hand to negotiate (Lanik, 2019). 
 
[bookmark: _Toc32491438][bookmark: _Toc498692292]1.2 Evaluate own Leadership Employability skills 

[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills

Communication and Interpersonal skill:
The report writer can communicate fluently with their team along with customers and be able to build up a conversation with most people. They actively listen carefully to instructions and team members view which is important to build trust and relationship. The report writer can also speak other foreign languages such as Bengali and Hindi.


Team-working skill:
The report writer can work well on their own as well as in a team in order to achieve a shared goal. Whilst working in a team the report writer listens to what other people have to say and takes on board everyone’s idea not just their own idea. They also take responsibility of their own task when working towards a goal together and provide extra support to those who need it in the team.

Organisational skill:
The report writer would ensure their workload is organised by keeping their work desk tidy and organised with essentials required such as notepads, sticky notes, stapler, hole puncher etc. They would keep a track of all meetings, appointments, and tasks so that all deadlines are met within the timeframe scheduled and prioritise work or tasks which requires urgent completion. 











[bookmark: _Toc32491440]Gap Analysis to identify ‘gaps’ in knowledge/skill

Gap analysis is a technique used to identify the current skills/knowledge one has and compare it to the skills they would like to acquire by coming up with an action plan (Creatly, 2019). Please see below the report writer’s gap analysis table which will be explained.
	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	Hold a team meeting





	Attended meetings 
	Organising team meeting
	Discuss with manager and watch how they present meeting.

	Learn staff rota





	Access staff rota
	Create staff rota
	Rota access and training from manager

	Become First Aider
	Help staff for work-related issues.
	To provide first aid in emergency

	Attend First Aid course



The report writer has attended team meetings but would like to learn how to organise one.  They must watch how the team leader presents a meeting and sends email calendar invitation for the event. Once the report writer has shadowed the team leader, they can then organise their own team meeting which would be a good skill to acquire if they want to become a manager.
The report writer is interested in learning how to create a staff rota as this skill can be used in any employment. They need to have online access for staff rota and training from their manager to create the staff rota. They must make sure each employee is given the correct working hours including lunch break and same shift on a rotation basis. They also need to know how to update the staff rota for annual leave and absences. 
Being a first aider will help the report writer be able to develop essential life skill to apply in emergency situations. The report writer will need to attend First Aid course and become fully trained. The skill attained from being a first aider will also be useful in the workplace such as, working in a team, communication and empathising with staff. The qualification will also be a good personal development and can be added onto their resume. 















[bookmark: _Toc32491441]1.2.2 Action Plan for Improvement

SMART Action plan is specific, measurable, agreed, realistic, time-bound. The tool is designed for people to set out their desired goals they want to achieve (Udemy, 2019). Please see below the report writers action plan.

	[bookmark: _Hlk2954238]Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Acquire negotiation skills

	Attend team meetings, learn negotiation techniques
	Ask staff regarding negotiation level, receive positive feedback for being persuasive.
	1st July 2021
	Wi-fi connection
Computer
Team leader
Cost £0


	Expand knowledge on numeracy skills to understand data.

	Training on Microsoft Excel, courses available on numeracy.
	Become confident using Microsoft Excel and better understanding of numeracy
	1st July 2021
	Microsoft Excel 
Computer
Wi-fi connection
Cost £80

	Develop on problem-solving skills
	Explore options to solve problem, learn techniques
	Stay calm and think critically to solve problems, receive positive feedback 
	1st July 2021
	Wi-fi connection
Computer
Cost £0



The report writer would like to attain negotiation skills so that they can become persuasive and be able to make decisions and is an essential skill for a leader. This is because a leader would use negotiation techniques for work proposals, staff development and to help improve workplace performance. Therefore, the report writer can attend team meetings with other managers to see how they negotiate and access online negotiation training courses to develop on the skill.
Moreover, the report writer would like to improve on their numeracy skills so that they can understand and interpret numerical data. If the report writer wants to become a team leader then they need to acquire good numeracy skills as leaders need to interpret data regarding workplace production, target figures, service-level agreement. They also need to calculate staff annual leave entitlement. Therefore, the report writer should attend numeracy courses and do online training on Microsoft Excel which is mainly used in workplaces to produce reports. 
Furthermore, the report writer also wants to develop on their problem-solving skills to be able to tackle problems quickly and effectively. Within workplaces the report writer will have to deal with problems such as responding to emails, completing tasks, answering telephone queries. Therefore, they will need to learn how to find solutions for problems and learn techniques such as being calm, exploring different solutions available as this skill is also important if they want to become a team leader.








[bookmark: _Toc498692297][bookmark: _Toc32491442]Part 2: Academic Skills 

[bookmark: _Toc32491443][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study 
[bookmark: _Toc456901523]
One of the main academic skills required for university would be reflection learning where you learn from an experience and put it into practice. This enables a person to monitor their development as they will continuously review their learning process by keeping a monitor of this (Academicskillscentre, 2019).
The most popular model for reflection learning is the Gibb’s reflective cycle which enables someone to reflect on situations and learn from them. According to Gibb’s there are six elements to reflection which are description, feeling, evaluation, analysis, conclusion and action plan (Gibbs, 1988).
Good time management skill is a very essential skill required for a student in order to complete their assignments on time. If one has good timekeeping, then they can plan ahead and be able to focus better. They can make better decisions and have control of the situation and feel less pressured or stressed out (Appointmentplus, 2015). 
Note taking is also a key academic skill required when studying at university level. Taking notes from lectures will help the student be able to understand the module better. It is important to note down key information from lectures so that it can help when studying for an exam or it will help them prepare and do better for their assignment (Oxbridgeessays, 2019).
It is also important for a student to develop on their essay writing skills. The student should give themselves plenty of time to plan and write up an essay as this will count towards their grade. For an essay writing, it is vital to do research beforehand such as using websites or journals and make sure it is referenced so that it is not plagiarised. The student should ensure the essay question is answered and correct structure and spelling is used (Morgan, 2017).
[bookmark: _Toc32491444]
2.1 Evaluate own Academic Skills 

Communicating and presenting information
The report writer has developed on their thinking skills and have learnt to read through information and analyse this by re-wording it in their own format. The information is presented within a clear structure, where the spelling and grammar needs to be correct. 

Use of digital technologies to support learning:
The report writer can use digital technologies such as the internet, online library for literature information.  They search effectively for sources which have the most useful information to help with their learning. Along with this the report writer has also learnt to apply the CRAAP test to websites, articles or other sources, which is to see if the information is reliable based on a set of evaluation criteria (Seneca, 2019).
Information gathering techniques:
The report writer has learnt how to use basic research methods such as questionnaires or interviews to obtain information and then present the findings onto graphs, bar charts. For example, they conducted a questionnaire on how modern technologies impact the workplace and recorded the findings onto a bar chart. 
Researching and analysing literature and presenting findings:
The report writer can search for different sources to help with their assignment writing. When researching literature, they look at relevant information available on websites, journals and books. The information is analysed and explained in own words and Harvard referencing is used for any literature.      

Organising your study effectively:
Time management is an important skill the report writer has attained and developed on to complete their assignments within the deadline or attend lectures to understand module better (see appendix A). The report writer has received family support and does car share when attending university to help balance daily life. They have also recognised their learning barriers and how these can be overcome. 

[bookmark: _Toc32491445]2.1.1 Current Academic Skills

[bookmark: _Toc32491446]Gap Analysis to identify ‘gaps’ in knowledge/skills

	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	Learn Harvard referencing



	Understand how to use reference
	Full referencing technique
	Read Harvard referencing guide, keep practising

	Become confident person





	Participate when required in class
	Confident speaker
	Self-encouragement and motivation

	Develop critical thinking
	Explain information at basic level
	More developed explanation
	Learn critical thinking techniques 



[bookmark: _Hlk36070856]The report writer did not gain full marks for the referencing section on assignments. They are aware of the referencing process but still lacking. If they read the Harvard referencing guide and keep practicing, then they can do the reference in the correct format and gain better marks. This is a good academic skill for the report writer to use for further assignments and level 5 course.
The report writer feels their confidence level needs to be increased. They can prepare themselves mentally such as taking deep breaths and keeping calm, so that this can help with their anxiety as well. They can also be supervised by people they are comfortable with to build on their speaking or speak in small groups. If the report writer becomes confident then they can ask questions in class openly, be able to approach people without feeling anxious and this will help them prepare for employment such as interviews. 
Moreover, the report writer can explain information at basic level, however, they want to develop on critical thinking. This is so that they can explore information more thoroughly and be able to provide a balanced argument along with their own argument. Being able to acquire critical thinking skills is a great academic skill as it can be used for further assignments and enable the report writer to become a clearer thinker and problem solver.
[bookmark: _Toc32491447]












2.1.2 Action Plan for Improvement

	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Presentation skills 
	Practice in front of small groups/ mirror, memorise the presentation
	Receive good feedback from family, become confident.
	30th August 2020
	Computer, family members and a mirror
Cost £0

	Microsoft Office
package


	Download Microsoft Office, watch tutorial videos until confident.
	Check with a family member this is done correct.
	30th August 2020
	Internet connection, computer, Office software.
Cost £100

	Spelling correctly

	Use dictionary,
Spell-checkers,
Play spelling games daily.
	Dedicating myself to become a better speller by studying words.
	30th August 2020
	Access to a dictionary, spelling device, spelling apps for games
Cost £10



[bookmark: _Hlk36070885]The report writer wants to build up on their presentation skills as they often feel nervous and anxious to speak in front of a large group. It would be useful for them to do an action plan to help prepare. This could involve speaking in front of the mirror, or having discussion with friends or people they know, to help them feel less anxious. If they develop on their presentation skill, then this will be a great transferable skill they can use for further studies or as a team leader.
 
The report writer feels the necessary to improve their knowledge regarding the Microsoft Office package. They like to gain full training on how to use the package especially Excel and PowerPoint. They can watch online video tutorials and even ask friends/family to help them. Having Microsoft Office knowledge is a great transferable skill for the report writer to develop on academically as well as for employability.
The report writer has also identified a development need on their spelling. They can practice spelling using spelling games, being mentored by a family, use available resources such as spell checker for their assignment. This will enable them to improve on their basic spelling and become a confident speller which is a useful academic skill to acquire should the report writer continue studies or even for work-related activities i.e. job application. 
[bookmark: _Toc32491448]

















Conclusion
Employability and academic skills are important for a person to acquire in order to succeed in their studies or workplace. These skills will prepare the person to perform better in completing a task or assignment and will allow them to become mentally prepared. The report writer explored their current skills attained and how they need to develop on this through an action plan. Overall, the skills which are attained academically or through employability are regarded as transferable skills which a person can take with them anywhere for success.
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Listed below are some possible time management behaviours. Please honestly rate the sxta_m to |
which each statement s true for you by circling the best answer for each item using this scale: J ‘
FALSE TRUE
NOT LIKE ME LIKE ME
1 2 3 4 5 6 P
This statement doesn't More false More true This statement
descrive me at all, it isn't than true than false gescribes me very well
ke me itls very ‘much like me.
e False N e
o My life is disorganised 123@p678
@ | manage the way | use my time well. 1.2 3 4 6 ¢
a 1 am clear about what | want to accomplish this year. 1 2 3 4 GWer\T)0
a1 do things i order of priority. 12 3 4 5 6 e
o 1use my study time effectively 1.2 3 4 078
o | tackle difficult or unpleasant tasks without procrastinating. 1 2 3 4 CIN7ANE
o | accurately predict how long tasks will take. 12345078
o= |am a habitual time-waster. 1@ 8 0 K 8
o5 1 :am on top of my studies this year. 1.2 3 4 s @8
4o | accomplish what needs to be done each day. 120 3 jé {678 6]
1 1doth i
B De:w: m’s‘xe.:::nam tasks during my most energetic NG @ 6 7 8
| prepare a daily or weekly "to do" list. 1 @ 3 4 5N6 748
+ I tackle my tasks in order of importance. 123 45 6(@8
1e | meet deadiines without rushing at the last minute. 123 4066 7 8
15| spend enough time planning 12 3 @)SNCHZIES:
16 1keep up-to-date on my reading and assignments 12 N4 eI
17 | resist distractions when frying fo complete importanttasks. 1 2 (3)4 5 6 7 8
E ld\ﬁsr(‘ruaz(!wzoc:ss to work that allow me to avoid interruptionsand 4, 3 4 5 @ s
1o | get assignments done on time 123 456 7
2 | find myself procrastinating over tasks that need to be done. 1 2 @4 5 6 7 8
5 e
Bl iyt i o £ 1@ 4561
2 | spend enough time on academic matters. 1.2 3 4 5 6 ’@ 8
2 | make constructive use of my commuting time. 13y @ 6 7 8
2 | periodically re-assess my activities in relation to my goals. 123 56 7 8
25 | avoid spending too much time on trivial matters A5 G UG
2 | break complex projects down into manageable tasks. 1234 507 8
2 | complete important assessment flems before they aredue. 1 2 3 4 5 & 7 ®
% | screen my phone calls to prevent interuptions 1@)3 4 5 6 1 8
7 | am in charge of how my time is spent 123456(@Ds f
+ | am satisfied with the way | use my time 1.2.3 4 @ 6 8

Thank you for your time.




